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CAMPAIGN ADMINISTRATIVE ASSISTANT

Position:
The Campaign Administrative Assistant is an individual selected by an organization, and assigned to work the CFC for a specified period of time to assist the project officer with the administration of the campaign.

Objective:
To implement the objectives/strategies of the CFC campaign plan, account for, and verify all campaign receipts, and to support the CFC Project Officer or Director.

Duties and Responsibilities:

· Assist the Installation Project Officer with the development, coordination and implementation of the employee campaign

· Assists in the delivery of all necessary materials to each unit.

· Support keyworkers group meetings, encouraging agency speakers.

· Track all assigned units – keyworker, contact information, strength numbers, donations, participation, goal achievement, awards. 

· Receive weekly pledges from each keyworker, 

· Check the keyworker envelopes to make should they are filled out completely, with donations separated into Cash, Check, and Payroll Deduction.  

· Make sure the keyworkers contact information is listed on the envelope in case they need to be contacted for a pledge verification or correction

· Verify mathematical totals on the Keyworker Report Envelope.

· Verify that each cash and check contribution has the appropriate amount 

                   included. (KEEP ALL CASH IN CHECKS IN THE APPROPRIATE  

                   ENVELOPE - THE PCFO WILL REMOVE THESE AFTER VERIFYING  

                   THE TOTALS)

· Verify that the total number of donors and the amounts match the totals on the Keyworker Envelope for Cash, Check, and Payroll Deduction.

· Check Pledges for legibility.

· Verify that there are no YELLOW copies of the Pledge Forms - if there are have the keyworker return them to the donor

· Complete the transmittal form and sign 
· Turn in envelopes to the CFC Director.   Keyworker envelopes will be opened and the cash, checks, and confidential envelopes will be verified.  Math will be verified and corrections made and initialed.   
· Prepare reports, written documentation and correspondence for each unit in a timely manner.

· Assist the Project Officer with the submission of reports for Commanders

· Track all unit and individual awards

· Perform other CFC duties as assigned by the Project Officer 

Reports To:
Installation Project Officer 
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